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Creating Your Organization - Overview

In order for your users to access Documentation EZLink, the organization must be created in the
system. The registration process requires knowledge of your organization’s Tax ID and either
Provider Type and Provider Code or NPl number. That information is checked against data the
Michigan Department of Community Health provided to Covisint. Once the information has been
validated your organization will be created and you can invite users to register.

The person who creates the organization is also designated as a Security Administrator. This
individual will have additional responsibilities within the system such as:

e Approving new users

e Resetting passwords

e Granting user access permissions
¢ Rejecting requests

¢ Revoking user access

Review these roles before selecting the individual who will create your organization. Additional
users can be set up as Security Administrators once they have registered.
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Creating Your Organization

1) Enter the following address into your web browser:
https://admin.healthcare.covisint.com/mdch/ezlink.html

»

W & IecomstntconnectSemp % - B dm - |2heege - Toos -

Register for Michigan Department of Community Healthcare Portal rHelp b Clo

Welcome to the registration for Documentation EZ Link. To register, you will need your Tax ID and g
e ()_ —0-060-0-
either your Provider Type & Provider ID or your National Provider Identifier (NPT). i 26060

Registering grants you single sign-on access to Covisint's applications, including MDCH Portal.
To register, you will need your tax ID and either your provider type provider ID or your national provider identifier(NPT).

@ Are you already registered with Covisint?

NO, I am not registered. YES, T am already registered. Login now:

*User ID:
2 I Begin registration___ e

*Password:

Login
Clicking on Login indicates acceptance of Terms of Use and Privacy
Policy. Updated September 14, 2001.

@ Forgot your password?

() Forgot your UserID?

() Check Your Registration Status

2) Click the [Begin registration.. | button.

w o I@Commtcmsatup l_‘ - = v |k Page - () Tooks -

Register for Michigan Department of Community Healthcare Portal b Help b Close window

Accept Terms and Condition Steps: '@@-@—@ 2-0-

Accept administrator role
As the first person registering on behalf of your organization, you are automatically designated as 'Security Administrator.'

The Security Administrater is responsible for:

approving new users

resetting user passwords
granting user access permissions
approving new divisions
rejecting requests

revoking user access

Therefore, this is a critical role, especially in regards to security. Depending upon the number of people in your organization who are currently registered
with Covisint, this role may require a great deal of effort on your part. Please consider the time commitment before accepting this role. However, to
assist you as Security Administrator, additional administrators can be appointed to distribute the workload.

To accept this role and its responsibilities, please click the 'accept administrator role’ button. If you do not wish to assume the role of Security
Administrator, please click the 'no, i do not accept’ button. Doing so allows an alternate person within your organization to assume the Security

Administrator role.
|
4 | Accept administrator role I No. | do not accept I

w
-

Read the responsibilities of the Security Administrator.
4) Click the |Accept administrator role] button.
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»

e (2) Covisint Connect Setup - @ - [:F Page = CJ Tooks -

» Close window

Register for Michigan Department of Community Healthcare Portal + Help

Enter Provider Information Steps: *@@

Provider information
Please enter your Tax ID and either your Provider Type and Provider ID or your National Provider Identifier (NPI).

ENTER PROVIDER INFORMATION

= Required field

5| ™™ [ | e 3810000000 @

Provider: | 5 400t provider Type Code 7-digit Provider 1D
[ 1@ -and- | | @
6 -OR-
10-digit National Provider Identifier (NPI)

7 =1

5) Enter your organization’s Tax ID.
6) Enter your Provider Type (2 digits) and Provider ID (7 digits) OR your NPI number (10 digits).

7) Click the button.
Note: All field names listed in red are required.

Note: If your organization has already been created you will be notified after clicking the
button. You will then have the option to [Cancel or [Start user registration].

»

o I@cmmt(:omectsmp [_I I (1 = v b Page ~ () Tooks -

Register for Michigan Department of Community Healthcare Portal »Help  » Close window

Enter Organization Information Steps: '@--@—@—G—Q—Q--

Organization information
Enter your organization's information below. Note that many items are required. This data will help future users select the correct organization.

ENTER ORGANIZATION INFORMATION

T =Tequired fields
“Organization Name: - [\EMORIAL HOSPITAL

“Address 1: | (1934 HOSPITAL AVE

Address 2:

Address 3:

“City/Region: | |SCHENECTADY

*State/Province: INY

*Postal Code: |12345

Phone Number: |

Fax Number:

URL{website):

T

8) Verify your Organization Name and address and make any necessary changes.
9) Fill in any additional information on the form.
10) Click the button.

Note: This screen may display your individual information by default rather than that of your
organization. It is imperative that you change this to reflect your organization’s name and
address. You will be able to enter your personal information on the next screen.
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»

ig’ 4‘}; [ecwishtcomectseﬂp I R i v b Page + i Tooks -

=

Register for Michigan Department of Community Healthcare Portal »Help  » Close window

Enter User Information

User information
Please enter your user information below.

ENTER USER INFORMATION

* | = Required fields
*Organization name: | | MEMORIAL HOSPITAL

Bictey | | (Mr., Mre., Ms., Miss)

*First Name: |FOGHORN !

Middle Name: | |

*Last Name: |LEGHORN

Job Title: |

“Address 1: | [1934 HOSPITAL AVE

|
|
\
Address 2: | |
)
|
|

Address 3: |

“aity/Region: | |SCHENECTADY

1 1 *State/Province: |N‘r’

*postal code: | (1235 |

*Country: | [NITED STATES [¥]

*Phone Number: |555_555_5555

Fax Number: |

|

mobile phone number: | ‘
|

*Email Address: | |

[foghom.eghom@bamyard.com

Wireless Email Address: I ‘®

*Time Zone: | [(GMT-05:00) Eastern Time (US & Canada) [~]

*Language Preference: | [Engiish

Note: This language selection does not ensure the availability of the language ih Covisint services or
applications.

12 [ comme. |

11) Enter your user information.
12) Click the button.

Note: Your user information may be different than your organization’s information if you are at a
different location.
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»

¢ & | (@ Covisint Connect Setup Iil B s - [:}Page + (G Tools +
Register for Michigan Department of Community Healthcare Portal rHelp  » Close window

Enter User Information Steps: - @—@@M

Login information
Please enter the required login information below. Remember your User ID and password, as you will need these to log in after you are
approved. If you forget your password, you can reset it by answering your challenge question.

ENTER LOGIN INFORMATION

* = required fields

User ID: © [F| EGHORN |
Note: User 10 mMUSt De 4-20 characters. You may choose any User ID that is not already taken by another
Covisint user. For familiarity, you may wish to choose the same User ID that your company uses for
internal networking.

Y E ]
Password: | [4gp00000 [G) show password rules

*Re-enter Password: || [, oeanse

“Challenge Question: ¥ [ynat 55 my nephew's name?

| Hote: In cass you should forget your password, you will be asked to answer a challenge question based on
what you input in the text box above. Example 1: What is my mother's maiden name? Example 2: What is
the name of the high school 1 attended? There is a 255-character limit on your question and answer.

*Challenge Answer: J\;\nimrl

Note: to retrieve a new password, your answer MUST exactly match what you input into the text box
above. The answer will be punctuation sensitive. Both the question and the answer will be accessible to
your Security Administrator.

18 —

13) Enter your User ID.
14) Enter your password.
15) Re-enter your password for verification.
16) Enter a question that only you know the answer to and are not likely to forget. Some
examples are:
e What city was | born in?
¢ What is my mother’s maiden name?
o What is the name of my first pet?
17) Enter the answer to your question from Step 14.
18) Click the button.

Note: The User ID must be unique to all of the users in Documentation EZLink. If someone has
already registered using your preferred ID you will have to select another one.

Note: The password you select must be between 8 and 20 characters and contain at least one
non-alpha character. Click on show password rules for additional information.
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»

i:g’ 49? [ecuvlsmt(:mﬂectSemp - d= v ik Page + i) Tools -

=

Register for Michigan Department of Community Healthcare Portal »Help ¥ Close window

Confirm Registration Information Steps: ’@—@—@—@

Confirm registration information

Before your registration request is submitted, please make sure the information below is correct. If you need to make changes, simply use the
'back’ button to return to a specific step number.

organization information

Organization Name MEMORIAL HOSPITAL Address 1 1234 HOSPITAL AVE
Phone Number Address 2
Fax Number Address 3
DUNS # City/Region SCHENECTADY
URL State/Province NY

Postal Code 12345
Country UNITED STATES

user information

User ID FLEGHORN ‘Organization Name : MEMORIAL HOSPITAL
Prefix Address 1 1234 HOSPITAL AVE
First Name FOGHORN Address 2 3
Middle Name Address 2
Last Name LEGHORN City/Region SCHENECTADY
Job Title State/Province NY
Phone Number 555-555-5555 Postal Code 12345
‘mobile phone number Country UNITED STATES
Fax Number Time Zone (GMT-05:00) Eastern Time (US & Canada)
Email Address foghorn.leghorn@barnyard.com
Wireless Email
Address

Language Preference English

services selected

Partner Portals
20 (|

Michigan Department of Community Health

19) Verify all of your organization and user information.
20) Click the [submit registration| button.

Note: Click the button to return to return to the previous screen to edit your information.

»

o [QCnvisintConnactSemp ]_I P - = v |k Page - () Tooks -

Register for Michigan Department of Community Healthcare Portal

You have successfully registered for MDCH Portal steps: 900000

Receipt
Your request for the MDCH Portal has been approved!

21

21) Verify that your request for the MDCH Portal has been approved.

Note: You must now log in to the MDCH Portal and Documentation EZLink to finish creating your
organization.

5/28/2007
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22) Enter the following address into your web browser:
https://healthcare.covisint.com/portal/private/mdch

BB @ e G-

e [@c:wusmt—nagusneraduSersLogm I I

covisint

a subsidiary of Compuwara Corporaticn

Engish v

Registered users may use the form to login. If you are not already a member with a User 1D
and Password, you may register with Covisint.

@ Registered Users Login

Access to this system is restricted to authorized users. Individuals accessing or ttempting

b 3 User ID: [gon to gain unauthorized access to this system will be prosecuted to the full extent of al
-~ Sg70m applicable aws.
L)
Password:
‘!4 SESNOIE: sesesses Any or all uses of this system and all data and information on this system, including without
limitation, personal health information, may be accessed, read, intercepted, monitored,

recorded, copied, audited, inspected and disdosed to and by authorized third parties,

2 5 induding employees, health professionals and institutions, third party payors and
government agencies. By using this system, the user consents to such access, reading,
) interception, monitoring, recording, copying, audit, inspection and disclosure for any
Clicking Login indicates acceptance of Terms of Use purpose. Lisers of this system have no expiicit or implict expectation of privacy.

and Privacy Policy
If you are not an autharized user, terminate access now. If you do not agree to the terms

and conditions set forth above, do not log in to this system,

() Forgot your password?
() Forgotyour UserID?
() Check Your Registration Status

© 2007 Compuiare Corporation. All Rights Reserved.

Legal Contact Us

CCW[P(IWARE.{}

23) Enter your User ID (created in Step 12).
24) Enter your Password (created in Step 13).

25) Click the button.
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w & [@CovisintHealmare Information Exchange > MDCH > ... [ | iR B = v |ihPage - () Tooks -

My Profile - Support © & - & Logout

Welcome, FOGHORN LEGHORN - MEMORIAL HOSPTTAL

L to the Michigan Department of Community Health
::::ﬁ“ [ISEArOmEnE (2§ cutouty For several months, our MDCH staff have worked hard to develop a preparedness resource-based
wieb site for Michigan residents. The site recently launched and can be found at
www.michigan.gov/prepare and offers a great deal of information on how to prepare yourself and
your family in the event of an emergency.

Covisint [ ion Center

Iencourage you to go into the web site and look around. Download the lists and resources
available. And then please use these items to make a plan for yourself and others you care about.
Department & Agencies Thinking and planning ahead may save lives, or at the very least, mitigate the impact of a variety of

= Michigan Department One Lol

Michigan Department Two Thank you,
= Michigan Department Three Janet Olszevski,
= Michigan Department Four Director

= Michigan Department Five

Bulletins

=» Receive email alerts when bulletins are published. Get started »
Status Subject From Publish Date

No bulletins avaiable

Go to Bulletins

Library Services

You are here: Library Services

Mame Size Type Date Subscribe
01 mdh Folder O
(] Training Department Folder ]

sation. All Rights Reserved. 2007 Legal

26) Click Documentation EZ Link.

S ISAUNIY S USTU I LTSS S s wiuse are

Uiy 1 SULE ITAUNIYS SIS UL W U ST
determining the meaning or interpretation of these terms and conditions of use. You agree that regardless of any statute or
law to the contrary, any claim or cause of action arising from or out of use of the Website must be filed within one (1) year

after such claim or cause of acti -You that the d s set forth in this
A are fair and and your ag; to follow and be bound by them is not the result of fraud, duress or
undue influence exercised upon you by any person or entity. i any pi il of this Agl , ProviderLink,

Inc. has available all remedies at law or equity to enforce this Agreement. There are no representations , promises,
warranties or undertakings by ProviderLink, Inc. contrary to those set forth above . By clicking on the button below marked "1
accept”, you that you have nd agree to all of the above i d i s in this
Agreement.

‘QUESTIONS OR COMMENT S REGARDING THESE TERMS AND CONDITIONS OF USE SHOULD BE DIRECTED BY E-MAIL TO:
info@provderiink.com OR VIA U.S. MAIL TO ProviderLink, Inc., 410 Blackwell Street, Durham, NC 27701

Copyright 2002-2005 ProviderLink, Inc. All Rights Reserved.

28

Press "Yes" to accept the Agreement, otherwise press "No".

27) Read the Terms and Conditions.

28) Click the [Yes] button.
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User Administration - Overview

The person who creates the organization is designated as a Security Administrator. This
individual will have additional responsibilities within the system such as:

e Approving new users

o Resetting passwords

e Granting user access permissions

o Rejecting requests

e Revoking user access

It is recommended that you have multiple Security Administrators in case one is unavailable to
perform these functions. If your organization has multiple locations it is a good idea to have one
person at each location designated as a Security Administrator. There is no limit to the number of
Security Administrators you can have in your organization.
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Sending Registration Invitations

1) Enter the following address into your web browser:
https://healthcare.covisint.com/portal/private/mdch

»

o [@Cnvisint-kegisne«ad Users Login ]_I C - = v |k Page - () Took -

covisint

 subsidiary of Compuwars Corporation

Registered users may use the form to login. If you are not already a member with a User ID
and Password, you may register with Covisint.

.‘{E Registered Users Login

Access to this system is restricted to authorized users. Individuals accessing or attempting
2 User ID: [gonham to gain unauthorized access to this system will be prosecuted to the full extent of all
El applicable laws.

Password:
3 CLLLI L Any or all uses of this system and all data and information on this system, induding without
limitation, personal health information, may be accessed, read, intercepted, monitored,
4 government agencies, By using this system, the user consents to such access, reading,
interception, menitoring, recording, copying, audit, inspection and disdosure for any

recorded, copied, audited, inspected and disdosed to and by authorized third parties,
induding employees, health professionals and institutions, third party payors and
Cliding Login indicates acceptance of Terms of Use purpose. Users of this system have no explcit or implict expectation of privacy.

and Privacy Policy

If you are not an authorized user, terminate access now. If you do not agree to the terms
and conditions set forth above, do not log in to this system.

() Forgot your password?
() Forgot your UserID?
(>) Check Your Registration Status

Legal Contact Us @ 2007 Compuware Corporation. All Rights Reserved.
COMPUWARE.{}
2) Enter your User ID.
3) Enter your Password.
4) Click the button.
W & I@ComsntHaalmmrelnfo(mabonExmange>MDCH>‘.. I_w - B - e - [5heege - G Toos - i
5 My Profile |- Support -+ & - & Logout
—

T |Comimunity Health gy

Home

Welcome, FOGHORN LEGHORN - MEMORIAL HOSPITAL

‘Welcome to the Michigan Department of Community Health

For several months, our MDCH staff have worked hard to develop a preparedness resource-based
web site for Michigan residents. The site recently launched and can be found at
wwiw.michigan.gov/prepare and offers a great deal of information on how to prepare yourself and
your family in the event of an emergency.

Covisint Healthcare Collaboration Center

Michigan Department Of Community
Health

Documentation EZ Link

I encourage you to go into the web site and look around. Download the lists and resources
available. And then please use these items to make a plan for yourself and others you care about.

Department & Agencies Thinking and planning ahead may save lives, or at the very least, mitigate the impact of a variety of
= Michigan Department One events.
:: Michigan Department Two Thank you,
:: Michigan Department Three Janet Olszewski,
ichigan Dapartment Four Director

+ Michigan Department Five

Bulletins

= Receive email alerts when bulletins are published. Get started »
Status Subject From Publish Date

5) Click on My Profile.
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w e [g, Covisint Connection and Administration I Cf - B M - [shpage v £ Took -

Covisint Connection and Administration FHome FPortal *Help P ContactUs *Logout

Home : My Profile Organization : Reports

FOGHORN LEGHORM - MEMORIAL HOSPITAL

My Profile: FOGHORN LEGHORN

My profile options

Use My Profile options to view and update your profile information. Using the options under the My Profile menu you can update your contact information,
wiew your service packages and site codes, change your password and request access to new service packages.

= View my profile = Change my password
View your contact information and any administrator roles that Update your password.
you may have been assigned.
= Request service package
= View my service packages Request access to additional service packages.
View the list of service packages and sub-packages to which
‘you have access.

= Edit my profile
Edit your name, address, phone number or email address.

6) Click on Administration.

w o [f ) Covisint Connection and Administration E -8 = - |:kPage + () Tools -

Covisint Connection and Administration FHome FPortal *Help P ContactUs *Logout

Home : My Profile Organization : Search : Administration : Reports :

FOGHORN LEGHORN - MEMORIAL HOSPITAL
Administration

Admi ration options

Use the administration options to perform basic administrative functions. From the Administration menu you can approve or reject user and organization
requests, invite new users, manage administration roles, and audit users access and grants.

= User requests = Manage roles
View and act on pending user requests for exchange access, Roles provide specific administration privileges to users in your
service packages and site codes. organization. View and remove users assigned to a role or add

users to a role using the sub-menus.
= Organization requests
View and act on organization requests for access, service Audit users
packages and site codes. Perform an audit of all user Ids in your organization to check
for people who may have left the company. Log your

7 compliance with the quarterly audit as required by some portal
Tite eTs to register for access to Covisint. Use this partners.

feature to email prospective users and invite them to easily
register a Covisint account in your organization.

Audit users grants

Perform an audit of all user's access to each service package.
Log your compliance with the annual user grants audit as
required by some portal partners.

7) Click on Invite users.
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| W & Ié' Covisint Connection and Administration

Covisint Connection and Administration

Home : My Profile : My Organization :

]_I i 5 - Bl &= v |kPage - () Took

»Home PFPortal »Help P ContactUs * Logout

Search | Administration : Reports : IE Show side nav

FOGHORN LEGHORM - MEMORIAL HOSPITAL

Invite Users to Register in MEMORIAL HOSPITAL

invite users
+

*Subject:

Please use the following form to invite users in your organization to register with Covisint.

= required fields
Invitation from FOGHORN LEGHORN to Register with Covisint

8 * Email Addresses:

Please enter the recipient's email addresses separated by a semi-colon (;)
buggs.bunnyfmenhosp.org; tweetie.bird@memhosp.org:
elmer.fudd@memhasp.nrgl

* Message Body:

(this box is 80 charactars vids)
Greetings!

Because of your job responsibilities, you have been identified as
an individual who will need a Covisint user ID. As the Security
Administrator for MEMORIAL HOSPITAL, I am responsible for managing
our company's users and their access to Covisint services.

Click on the hyperlink below to begin the Covisint registration
process:

https://admin.healthcare.stg.covisint. com/CommonReg?
cmd=REGISTER INVITED USER&parentCompanyId=1045874&langlD=1&

I will be notified when you have completed the process and will
approve your User ID.

9 =

8) Enter the e-mail addresses separated by a semi-colon ( ;) for all of the users who need
access to Documentation EZLink.

9) Click the button.

Note: You may want to change the Subject and Message Body before you send this e-mail to
your users. Make sure you DO NOT alter the web address beginning with ”https://” in the
Message Body. This may cause your users to be unable to access the registration page.

Note: If you have an e-mail group containing all of your potential Documentation EZLink users you
may want to use the group address that was set up within your e-mail system. Check with
your e-mail administrator for assistance in finding that address.

e

Windows Internet Explorer

\“.’/ Are you sure you want to send the invitation?

10) Click the [OK] button.
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w e [g, Covisint Connection and Administration I I (f - B M - [Ehpage v £ Took -

‘Covisint Connection and Administration P Home PPortal kHelp P ContactUs » Logout

Home : My Profile ! My Organization : Search : Administration ! Reports @

FOGHORN LEGHORN - MEMORTIAI
Invite Users to Register in MEMORIAL HOSPITAL

& Warning: These email addresses are already associated with registered users. If you still want to invite them, please hit the "sent invitation”

button ane more time.

11) If an e-mail address has already been used to register for Documentation EZLink you will see
the screen above.

12) Click the button at the bottom of the screen.

Note: Sending multiple invitations will not adversely effect the registration process. You may want
to send an invitation to yourself and then forward it directly from your e-mail program.

m

Windows Internet Explorer

“7‘? Are you sure you want to send the invitation?

13) Click the [OK] button.

>

w [;;)Cuvlslntl:onﬂachon and Administration I I P f - B M - [shpage v G ook -

‘Covisint Connection and Administration P Home PPortal kHelp P ContactUs » Logout

Home : My Profile | My Organization : Search i Administration : Reports : I8 Show side nav
FOGHORN LEGHORN - MEMORTAL HOSPITAL

The Invitation Email has been successfully sent to:

BUGGS.BUNNY@MEMHOSP.ORG
TWEETIE.BIRD@MEMHOSP.ORG
ELMER.FUDD@MEMHOSP.ORG

14) Verify that the e-mail addresses on this confirmation screen are valid.
15) If an e-mail address was entered incorrectly proceed to Step 6 and resend the invitation.

Note: You will NOT be notified if an e-mail message was undeliverable.
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Approving Users

1) All Security Administrators in your organization will receive the following e-mail when a user
requests access to Documentation EZLink.

|7 Covisint: New User Request for Access - Message (Plain Text) BEx]
! Fle Edt Vew Insert Format Tools Actions  Hep

i gRenly | CReply o Al | CFoward | o | v S K| e -9 - A @ 4

§ CF Add Emai £ Add Case o

From:  Covisint Healthcare Registration [ccahcstg @covisint. com] Sent:  \ed 5/23/2007 9:50 AM
To: E2Link
o

Subject:  Covisint: New User Request for Access

Regarding your Covisint User ID: FLEGHORN
Greetings from Covisint!
4 new user has submitted a registration request to become a COviSint member on 2007.05.23: Tweetie Bird.

The following services were also requested by this usex:
Michigan Department of Community Health

Next Steps

L = quest Id=10463¢ Seincl udesubaivisiona=falsssapproverType=ls

&includesubdivisions=falseérequestIype=3sapproverType=1s to| request

Keep in mind that the security of Covisint applications is only as good as our Security Administrators. To ensure maximum security for all Covisint
members, please review each registration request carefully to determine whether or Dot the user is 2 legitimate member of your organization. To verify
user status, you may wish to contact the user directly.

*It is always recommended that you walidate the user's email address and phone number.
Thank you for keeping Covisint an active and secure community!
The contents of this e-mail are intended for the named addressee only. It contains information that may be confidential. Unless you are the named

addressee or an authorized designee, you may Dot copy or use it, or disclose it to anyone else. If you reeceived it in error please notify us immediately
and then destroy it.

2) Click on the link to approve or reject a single user.
OR
3) Click on the link to view all pending requests.
OR
4) Enter the following address into your web browser:
https://healthcare.covisint.com/portal/private/mdch

Note: Clicking on either link in e-mail (Steps 2 or 3) will allow you to skip Steps 8-10.
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>

= v ;b Page + () Tools -

a

e [@c::wsnt—nagusneradUsersLogm Iil & -

covisint

a subsidiary of Compuwara Corporaticn

Registered users may use the form to login. If you are not already a member with a User 1D
N[ _ ~ and Password, you may register with Covisint.
Registered Users Login

Access to this system is restricted to authorized users. Individuals accessing or ttempting

User ID: g to gain unauthrized access to this system wil be prosecuted to the full extent of all
eghomn applicable laws
Password:
6 asswor . Any or all uses of this system and all data and information on this system, including without

limitation, personal health information, may be accessed, read, intercepted, monitored,

recorded, copied, audited, inspected and disdased to and by authorized third parties,

7 induding employees, health professionals and institutions, third party payors and
government agencies. By using this system, the user consents to such access, reading,

) interception, monitoring, recording, copying, audit, inspection and disclosure for any

Clicking Login indicates acceptance of Terms of Use purpose. Lisers of this system have no expiicit or implict expectation of privacy.

and Privacy Policy

If you are not an autharized user, terminate access now. If you do not agree to the terms
and conditions set forth above, do not log in to this system,

() Forgot your password?
() Forgotyour UserID?
() Check Your Registration Status

Legal Contact Us: 7 Compuviare Corporaton. All Rights Reserved.

CCW[P(IWARE.(‘}

5) Enter your User ID.
6) Enter your Password.

7) Click the button.

* [QCovisintHeaimarelnfomaﬁonamange>MD<:H>.H[ I PR deh - b Page ~ {0} Tooks -

8 My Profile | Support - & - & Logout

Welcome, FOGHORN LEGHORN - MEMORIAL HOSPITAL

Lo £ e ! to the Michigan Department of Community Health
mﬁ“ LICrtment [ § cuxouty, For several months, our MDCH staff have worked hard to develop a preparedness resource-based

wieb site for Michigan residents. The site recently launched and can be found at
waww.michigan.gov/prepare and offers a great deal of information on how to prepare yourself and
your family in the event of an emergency.

Documentation EZ Link

Iencourage you to go into the web site and look around. Download the lists and resources
available. And then please use these items to make a plan for yourself and others you care about.

Department & Agencies Thinking and planning ahead may save lives, or at the very least, mitigate the impact of a variety of
= Michigan Department One events.
Michigan Department Two Thank you,
=z Michigan Department Three Janet Olszewski,
= Michigan Department Four Director

+ Michigan Department Five

Bulletins

= Receive email alerts when bulletine are published. Get started »
Status Subject From Publish Date

8) Click on My Profile.
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= ~ |- Page - {7 Tools -

AR

ﬁ e\ﬁ [g‘ Covisint Connection and Administration

Covisint Connection and Administration *Home b Portal

»Help »Contactls + Logout

Home My Profile : My Organization : Search : Administration : Reports

FOGHORN LEGHORMN - MEMORIAL HOSPITAL

My Profile: FOGHORN LEGHORN

My profile options

Use My Profile options to view and update your profile information. Using the options under the My Profile menu you can update your contact information,
wiew your service packages and site codes, change your password and request access to new service packages.

= View my profile Change my password
View your contact information and any administrator roles that Update your password.
you may have been assigned.

Request service package

View my service packages Request access to additional service packages.
View the list of service packages and sub-packages to which

‘you have access.

Edit my profile
Edit yeur name, address, phene number or email address.

9) Click on Home.

w o lec::msmtmnnecnm and Administration T - B # - [=FPage - ) Tooks -

Covisint Connection and Administration FHome FPortal PHelp FContactUs *Logout

Home : My Profile ! My Organization ! Search : Administration : Reports

FOGHORMN LEGHORN - MEMORIAL HOSPITAL

Covisint Connection and Administration for: FOGHORN LEGHORN

Kk COMMON ADMINISTRATOR ACTIONS
Quick access to the most common admin tasks in CCA.
Organization Reports Audits Last

View my Organization Service + Security Administrator Reports
Packages

No previous

v quarterly audit

+ Quarterly User Audit
» User Summary

+ View my Organization Users No previous

+ User Service Summary + Annual User Grant Audit annual audit

, Request a Service Package for my
Organization

© PENDING REQUESTS: 1 total

My Users My Organization

0: Service 0: Service packages
0: Site codes 0: Site codes

B LOCKED ACCOUNTS: 0 total m

[There are currently no locked accounts.]

@ INACTIVE USER PACKAGE GRANTS: 0 total | Show all |

[There are currently no inactive user package grants.] —

© FREQUENTLY ASKED QUESTIONS | Show all |

Q. How do I create new users?

A. You can invite new users to register by clicking on the Invite User link under the Users tab. The user will then receive an email
inuitstinn that nravidac dirartinn and 3 link Fa tha calforanictratinn cita Onca tha near ic finichad v will ha natifiad vis amail Ve will

10) Click on New Users.

w o [e Covisint Connection and Administration

Covisint Connection and Administration PHome PPortal FHelp P ContactUs FLogout

Home : My Profile : Organization : Search : Administration : Reports :

FOGHORN LEGHORN - MEMORIAL HOSPITAL
Review Users Pending Approval

new user{1) [ user service package{0) [ user site code{0)

The following users have requested a new User ID on Covisint. Click each user name to view the request details and make 3 decision.

review users to approve or reject

[include all divisions

est User Name Job Title Date Submitted request Di ion

Buggs Bunny 2007.05.22 11:26 AM EDT Michigan Department of Community Health MEMORIAL HOSPITAL

11) Click on the icon below view request.
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| w o [QCuwsntConnachon and Administration Iil C S - B - hpage - G Teok -

Covisint Connection and Administration PHome PPortal *Help PContactUs FLlogout [mm

Home : My Profile : My Organization : Search : Administration : Reports @

FOGHORN LEGHORN - MEMORIAL HOSPITAL
details of pending user request for:Buggs Bunny

Below are the details of the registration request. Please review the user details carefully to ensure it was sent by a legitimate employee of your
Company.

Review all Services Requested to determine which services are appropriate for this user. Note that you may reject some or all of the service
requested, but still approve the overall User Request.

Note: If a application is granted to your arganzation such that a "non-approvable” request becomes “approvable,” you may need to close your browser
and re-login before the change is reflected on the screen. Services to which your Organization does not subscribe will be automatically rejected.

user information

Full Name Buggs Bunny Job Title
Organization Name MEMORIAL HOSPITAL User ID BBUNNY
Address 1 1234 HOSPITAL AVE Email Address ezlink@covisint.com
Address2 Wireless Email Address )
Address 3 Phone Number 555.555.5555
City/Region SCHENECTADY Mobile Phone Number
State/Province NY Fax Number

Postal Code 12345 Time Zone (GMT-05:00) Eastern Time (US & Canada)

Country UNITED STATES Preferred Language English

new user request
approve reject |user name request reason rejection reason®
® ©  |Bugas Bunny

services requested
Partner Portals

approve reject service package name rejection reason*

® () Michigan Department of Community Health

14 Comamn

12) Review the user information to verify this is a legitimate user in your organization.
13) Click the radio button beneath approve or reject in the new user request section.

14) Click the button.

Note: If a user has requested additional service packages the only option available will be reject.

Windows Internet Explorer

\‘\.’) Do you want to approve this user?

Cancel

15) Click the [OK] button.

Windows Internet Explorer

P If your decision indudes any grants of services that are billed on a per-seat basis,
\z/ you and your company agree and acknowledge that your company will be subject
to the terms, conditions, and fees established in the applicable Service and Fee
Schedule(s) regarding such authorized users, If your dedision consists only of
rejections or services that are not subject to fees, this message does not apply.

16) Read the information in the dialog box.
17) Click the [OK] button.
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Designating Security Administrators

1) Enter the following address into your web browser:
https://healthcare.covisint.com/portal/private/mdch

»

o [@Cnvisint-kegisne«ad Users Login ]_I C - = v |k Page - () Took -

covisint

 subsidiary of Compuwars Corporation

Registered users may use the form to login. If you are not already a member with a User ID
and Password, you may register with Covisint.

.‘{E Registered Users Login

Access to this system is restricted to authorized users. Individuals accessing or attempting
2 User ID: [gonham to gain unauthorized access to this system will be prosecuted to the full extent of all
El applicable laws.

Password:
3 CLLLI L Any or all uses of this system and all data and information on this system, induding without
limitation, personal health information, may be accessed, read, intercepted, monitored,
4 government agendies, By using this system, the user consents to such access, reading,
interception, menitoring, recording, copying, audit, inspection and disdosure for any

recorded, copied, audited, inspected and disdosed to and by authorized third parties,
induding employees, health professionals and institutions, third party payors and

Cliding Login indicates acceptance of Terms of Use purpose. Users of this system have no explcit or implict expectation of privacy.

and Privacy Policy

If you are not an authorized user, terminate access now. If you do not agree to the terms
and conditions set forth above, do not log in to this system.

() Forgot your password?
() Forgot your UserID?
(>) Check Your Registration Status

Legal Contact Us ® 2007 Compuware Corporation. All Rights Reserved.
CMPUWARE.{}
2) Enter your User ID.
3) Enter your Password.
4) Click the button.
* [QCovisintHeamarelnformaﬁonamanga >MDCH > .., [_I B & - Bheage - Gredk-

5 My Profile |- Support - & - & Logout

ity Healt

[
L L

-

Welcome, FOGHORN LEGHORN - MEMORIAL HOSPITAL

Lo £ e ! to the igan Department of Community Health

::::iga“ LICrtment [ § cuxouty, For several months, our MDCH staff have worked hard to develop a preparedness resource-based
wieb site for Michigan residents. The site recently launched and can be found at

waww.michigan.gov/prepare and offers a great deal of information on how to prepare yourself and

your family in the event of an emergency.

Documentation EZ Link

Iencourage you to go into the web site and look around. Download the lists and resources
available. And then please use these items to make a plan for yourself and others you care about.
Department & Agencies Thinking and planning ahead may save lives, or at the very least, mitigate the impact of a variety of
events.

Thank you,
Janet Olszewski,
Director

Bulletins

= Receive email alerts when bulletine are published. Get started »

Status Subject From Publish Date

5) Click on My Profile.
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‘-8

# - e -

» Home ¥ Portal » Contact Us

» Help + Logout

Home

My Profile : My Organization : i Reports e
FOGHORN LEGHORN - MEMORIAL HOSPITAL

My Profile: FOGHORN LEGHORN

My profile options

Use My Profile options to view and update your profile information. Using the options under the My Profile menu you can update your contact information,
wiew your service packages and site codes, change your password and request access to new service packages.

= View my profile Change my password
View your contact information and any administrator roles that Update your password.
you may have been assigned.

Request service package

View my service packages Request access to additional service packages.
View the list of service packages and sub-packages to which

‘you have access.

Edit my profile
Edit yeur name, address, phene number or email address.

6) Click on Administration.

w o [’;}Cnvlsmtcuﬂnedmﬂ and Administration - B & - [rrage -

Covisint Connection and Administration PHome FPortal *Help »ContactUs FLogout

Home : My Profile | My Organization : Search

FOGHORN LEGHORN - MEMORIAL HOSPITAL
Administration

Administration options

Use the administration options to perform basic administrative functions. From the Administration menu you can approve or reject user and organization
requests, invite new users, manage administration roles, and audit users ac grants.

= User requests 7
View and act on pending user requests for exchange access, cific administration privileges to users in your
service packages and site codes. orga on. View and remove users assigned to a role or add

users to a role using the sub-menus.

‘Organization requests
View and act on organization requests for access, service

Audit users

packages and site cedes. Perform an audit of all user Ids in your organization to check
for people who may have left the company. Log your
= Invite users compliance with the quarterly audit as required by some portal
Invite new users to register for access to Covisint. Use this partners.

feature to email prospective users and invite them to easily
register a Covisint account in your organization.

Audit users grants

Perform an audit of all user's access to each service package.
Log your compliance with the annual user grants audit as
required by some portal partners.

7) Click on Manage Roles.

| W I@. Covisint Connection and Administration ] I S @ v Bl = o~ [mlPage ~ () Took -

Covisint Connection and Administration b Home PPortal PHelp P ContactUs » Logout

Home : My Profile : Organization : Search : Administration : Reports

FOGHORN LEGHORN - MEMORIAL HOSPITAL
Current Roles

Roles are groups of privileges, which can be granted to users. Covisint has predefined several roles which are available to assign to any users in the
organization.

available roles
Role Name User Options. Privilege Options Owning Organization
Billing Administrator e re e tretre Covisint
add users
view/remove users Covisint 1
add users 3
Manage Organization Contracts e re e it Covisint
add users
Organization Password Administrator e re e it Covisint
add users
Organization Service Administrator e re e it Covisint
add users

Security Administrator s Covisint

User Account Administrator e re e it Covisint

add users

8) Click on add users next to Security Administrator.
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| w [GCuwsthonnacnon and Administration

= -9

=~ |:kPage + () Tools -

Covisint Connection and Administration FHome FPortal »Help ¥ContactUs ) Logout
Home : My Profile : My Organization : Search : Administration : Reports : IE s le nav

FOGHORN LEGHORN - MEMORIAL HOSPITAL
Add Users to Security Administrator - Find Users

Please find the user(s) to be added to the role Security Administrator.

Note: If your search includes all divisions, the results will be limited to those users in an organization with access to the role. The Organization must
have the role before any users in the Organization may be granted the role.

Basic Search for User

Search for users based on user profile information. Enter the criteria, check any filter options to refine your seach, and dlick the seach button.

Basic Search for User

* _ required fields
| LISIIRamES ‘ last name, first name H ‘ begins with H bunny Iiear(h tips 3
filter options:  filter options (EXCLUDE these from my results):
[ Active ] Pending 9 B Suspended
[] Permanently Removed [] Rejected [ Al d\vis\gns@

results per page:

10 [ ]

Organization Name Address

MEMORIAL HOSPITAL /) 3 1234 HOSPITAL AVE, SCHENECTADY NY 12345

back to role view

9) Enter the user’s last name in the user name: box.

10) Click the button.

Note: Leave the user name: blank to bring up a list of all your users.

b

Covisint Connection and Administration

Home : My Profile :| My Organization : Search :

FOGHORN LEGHORN - MEMORIAL HOSPITAL
User Search results

e IQ Covisint Connection and Administration ]

»

Cfa v B & - [shPae - (G Todks -

»Home PPortal »Help P ContactUs *Logout

Administration : Reports :

11
I

12 | submit user i |I start a new search |

Select any or all users to receive the role Security Administrator, then click submit. If your search does not result in the user you wish to add, you
may start a new search to find the correct user.

Note that search results do NOT include users who already have the role, Security Administrator, assigned to them.

search results

Select Status User Name User ID Job Title

[ Bunny, Buggs BEUNNY

select all clear all

Organization Name
MEMORIAL HOSPITAL

11) Check the box beneath Select.
12) Click the [submit user additions| button.

Windows Internet Explorer

3/. Are you sure you want add the selected users?

13 [

Cancel

13) Click the [OK] button.
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‘Covisint Connection and Administration »Home FPortal *Help P ContactUs »Logout

Home : My Profile : My Organization : Search : Administration : Reports :

FOGHORN LEGHORMN - MEMORIAL HOSPITAL

v~ Selected user(s) are successfully added to role Security Administrator.

View/Remove Users from Role: Security Administrator

The following is a list of all users currently assigned to the Role, Security Administrator. The actions available to manipulate User Role Assignment are

easily accessed by clicking the Buttons and Links on this page. Depending upon Role ownership and Administrator privileges assigned, different
administrators may be able to perform different actions from this page.

+ back to role view + view all roles + add users to role

[1include all divisions

existing users

select User Name

User ID Job Title Organization Name
[] Bunny, Buggs BBUNNY MEMORIAL HOSPITAL
[] LEGHORN, FOGHORN FLEGHORN

MEMORIAL HOSPITAL
select all clear all

remove selecled user(s)

14) Review the users who are now Security Administrators for your organization.
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Revoking Security Administrator Priveledges

1) Enter the following address into your web browser:
https://healthcare.covisint.com/portal/private/mdch

»

o [@Cnvisint-kegisne«ad Users Login ]_I c {3 - Bl = v |hpage - (0 Took -

covisint

 subsidiary of Compuwars Corporation

)

Registered users may use the form to login. If you are not already a member with a User ID
and Password, you may register with Covisint.

.‘{E Registered Users Login

Access to this system is restricted to authorized users. Individuals accessing or attempting
2 User ID: [gonham to gain unauthorized access to this system will be prosecuted to the full extent of all
El applicable laws.

Password:
3 CLLLI L Any or all uses of this system and all data and information on this system, induding without
limitation, personal health information, may be accessed, read, intercepted, monitored,
4 government agencies, By using this system, the user consents to such access, reading,
interception, menitoring, recording, copying, audit, inspection and disdosure for any

recorded, copied, audited, inspected and disdosed to and by authorized third parties,
induding employees, health professionals and institutions, third party payors and

Cliding Login indicates acceptance of Terms of Use purpose. Users of this system have no explcit or implict expectation of privacy.

and Privacy Policy

If you are not an authorized user, terminate access now. If you do not agree to the terms
and conditions set forth above, do not log in to this system.

() Forgot your password?
() Forgot your UserID?
(>) Check Your Registration Status

Legal Contact Us @ 2007 Compuware Corporation. All Rights Reserved.
CMPUWARE.{}
2) Enter your User ID.
3) Enter your Password.
4) Click the |Login| button.
o [QCovisintHeNMGreInformaﬁonEnmanga >MDCH > ... [_I R e v b Page + () Took - &

5 My Profile | Support - & - & Logout

ok -—'i.

Welcome, FOGHORN LEGHORN - MEMORIAL HOSPITAL

Lo £ e ! to the Department of Community Health

::::iga“ LICrtment [ § cuxouty, For several months, our MDCH staff have worked hard to develop a preparedness resource-based

wieb site for Michigan residents. The site recently launched and can be found at
waww.michigan.gov/prepare and offers a great deal of information on how to prepare yourself and
your family in the event of an emergency.

Documentation EZ Link

Iencourage you to go into the web site and look around. Download the lists and resources
available. And then please use these items to make a plan for yourself and others you care about.

Department & Agencies Thinking and planning ahead may save lives, or at the very least, mitigate the impact of a variety of
= Michigan Department One events.
= Michigan Department Two Thank you,
:: Michigan Department Three Janet Olszewski,
= Michigan Department Four Director

+ Michigan Department Five

Bulletins

= Receive email alerts when bulletine are published. Get started »
Status Subject From Publish Date

5) Click on My Profile.
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9§ @ () Covisint Connection and Administration Cf - B e - [ page - € Tooks -

Covisint Connection and Administration PHome FPortal *Help »ContactUs FLogout

Home : My Profile | My Organization | Search i jon i Reports

FOGHORN LEGHORN - MEMORIAL HOSPITAL
Administration

Administration options

Use the administration options to perform basic administrative functions. From the Administration menu you can approve or reject user and organization
requests, invite new users, manage administration roles, and audit users a

= User requests 6
View and act on pending user requests for exchange access, Pecific administration privileges to users in your
service packages and site codes. organization. View and remove users assigned to a role or add
users to a role using the sub-menus.
= Organization requests
View and act on organization requests for access, service = Audit users
packages and site cedes. Perform an audit of all user Ids in your organization to check
for people who may have left the company. Log your
= Invite users compliance with the quarterly audit as required by some portal
Invite new users to register for access to Covisint. Use this partners.
feature to email prospective users and invite them to easily
register a Covisint account in your organization. » Audit users grants

Perform an audit of all user's access to each service package.
Log your compliance with the annual user grants audit as
required by some portal partners.

6) Click on Manage Roles.

| o IGCovisintConnecﬁon and Administration ] I N oy 5 g v b Page + () Took -

Covisint Connection and Administration jome #Portal ¥Help ¥ ContactUs *Llogout

Home : My Profile : Organization : Search : Administration : Reports :

FOGHORN LEGHORN - MEMORIAL HOSPITAL
Current Roles

Roles are groups of privileges, which can be granted to users. Covisint has predefined several roles which are available to assign to any users in the
organization.
available roles
Role Name User Options Privilege Options Owning Organization
Billing Administrator view/remove users Covisint
add users
Covisint Statistics view/remove users Covisint
add users 3
Manage Organization Contracts view/remove users Covisint
add users
Organization Password Admi view/remove users Covisint
add users
Organization Service Administrator view/remove users Covisint
add users
Security Administrator 7 Cowisint
User Account Administrator view/remove users Covisint
add users

7) Click on view / remove users next to Security Administrator.
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»

= - =)k Page + () Tools -

K |

¢ @ | (@ Covisint Connection and Administration I

Covisint Connection and Administration PHome FPortal FHelp P ContactUs *Logout

Home : My Profile : My Organization : Search : Administration : Reports @ E e nav
FOGHORN LEGHORN - MEMORIAL HOSPITAL

View/Remove Users from Role: Security Administrator

The following is a list of all users currently assigned to the Role, Security Administrator. The actions available to manipulate User Role Assignment are
easily accessed by clicking the Buttons and Links on this page. Depending upon Role ownership and Administrator privileges assigned, different
administrators may be able to perform different actions from this page.

+ back to role view + view all roles + add users to role

[Jinclude all divisions

existing users
select |User Name User ID Job Title Organization Name
Bunny, Buggs BBUNNY MEMORIAL HOSPITAL

O LEGHORN, FOGHORN FLEGHORN MEMORIAL HOSPITAL

select all clear all

Y p—

8) Check the box beneath select for the user who’s Security Administrator privileges you would
like to revoke.

9) Click the [remove selected user(s)] button.

Windows Internet Explorer

\‘:’/I Are you sure you want to revoke the role from the selected users?

Cancel

10) Click the [OK] button.
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